PISCES
CLIENT USER MANUAL

Getting Started

Welcome!
This guide will show you how to utilize the WSDA Plant Services Program’s online system, PISCES, to submit
requests for phytosanitary certificates, compliance agreements, Plant Certification Program applications,
Christmas Tree Grower’s License applications and other forms. We will also show you how to view all of the
documents associated with your account and how to make changes to your business profile.

First, the PISCES system can be found at https://fortress.wa.gov/agr/pisces/PlantServices/login/login.aspx

To set up a new account click the ‘Register for a new PISCES account’ button on the login screen.

Welcome to PISCES!
(Plant Inspection Services & Certification Electronic System)

irst time here? Apply now to use this system.
\ Register for a new PISCES account |

Client #

User ID
Password

Login
Note: PISCES works best when viewed with Internet Explorer.
Change Password

Forgot Password/Client Number/User ID?

Review terms of the account. Click the checkbox stating that you have read and agree to the above statements.

Click Next.
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PISCES Program Agreement Application

WSDA Page 10f 2

New/Modify Agreement

PISCES is the online portal to the Washington State Department of Agriculture, Plant Services
Program. Using PISCES, you can apply for services, check on the status of compliance
agreements, and view or print documents that have been issued to you.

This Agreement will authorize your business to apply for services and view documents online. This
agreement must be renewed on a yearly basis

By agreeing to This Agreement, you authorize that all personnel entering applications on behalf of
your business are "Digitally Signing" the application when they submit the application

Any un-authorized usage of the PISCES system can result in a suspension of your account. Any
damage as a result of un-authorized usage of the PISCES system can result in legal action

While the use of the PISCES system is free, some applications are associated with a fee for that
particular service. Those fees will be invoiced once every two weeks. By accepting this Agreement
you agree to the following conditions:

1. All accounts are due and payable upon billing.

2. When provided in statute or rule, a late fee of 1.5% per month (with a minimum charge) will be
assessed on all unpaid balances more than 30 days in arrears.

3. Accounts over 90 days in arrears will be placed on "cash only" basis. No certificates or other
documents will be provided until payment for that service has been received. Monthly billings will be
restored only when the account is paid in full

4. Accounts over 90 days in arrears twice in a five year period will be subject to a permanent "cash
only" status.

5. Accounts over 90 days in arrears are subject to collection through the Attorney General's office
and/or a collection agency.

6. WSDA reserves the right to require payment at the time of service when total charges are less
than $20.00 and there is not the expectation of additional billable services during the billing period

7. Checks retumned by the bank will be charged a handling fee of $25.00. (rcw 5243515 i) and row
6243520).

[T11 have read and agree to the above statements

Fill out business and contact information as completely as possible. The more specific information you provide
the better we will be able to serve you.

If there will be multiple people allowed to submit applications on behalf of your business, you can enter their
names under the main contact’s name and email address. Don’t forget to click “Add” to make sure that they are
added to the application. We will then set up a separate login and password for each person.

Login > New Agreement Page 2

PISCES Program Agreement Application
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Business Name

Type of Business (Hold the CTRL key down to select multiple items)*
Certified Caneberry Program

Certified Strawberry Program
Christmas Tree Grower -~ .
e aianal enanézation View Tupe of Business definfions

UBI Number (Please enter without spaces i.e,:123456789):

Email:

Person authorized to receive and accept nofices of all kinds:*
First Name: Last Name:

Additional Person(s) authorized to apply for applications on behalf of the business:
Hote: Do not re-enter the authorized name above as they will automatically also be authorized to apply for applications. *

Address *

City* State * Zip Code *
WA

Phone NUMBEr (XxX-XxX-Kxxx):* Fax Number (X0 000):

Page | 2



51 Same as Main Office Address
Address *

city* State * Zip Code *

wa

Comments

Once the application has been submitted you will need to wait for WSDA to review it. This may take up to 2
business days.

When your application is approved you will receive a confirmation email with the details of your account and
the login information you’ll need for each of the users you listed on your application. You may now return to the
log in screen and use PISCES.

Home Screen:

Once you have successfully logged in you will be looking at your Home Screen.

In the center of your screen you will see any expiring licenses on your account and the most recently submitted
applications shown as a hyperlink which you can click on to quickly view in PDF.* The current status of the
document is listed after each doc #.

Don’t worry if your home screen doesn’t have the Expiring Licenses and Submitted Licenses/Applications
sections like the image below — that just means that you haven’t submitted any applications recently and you
don’t have any expiring licenses!

On the left side of the screen is your Menu which you will use to maneuver through the system. Using the menu
will allow you to submit all of your applications, view samples sent to the lab, perform searches, view reports,
and manage your account information. The menu will be viewable no matter where you go in the system. If you
find yourself in the wrong area just click somewhere else in the menu to go to a different area.

If you find yourself wanting to return to the home screen, just click on the Home link near the top of the screen.

A0LWa.00Y |nbormation Eal Contact s Privacy Motice Log Off
Document Status

Applications/Agreements Home \ Definitions
Apply for Plart Cettfication Proaram . .
ool lr Services For instruetions on using this system plesse see our FAQ. PEND  (Pending/Submitted)
Christmas Tree Grower's License

Inspector had not yet
Lsb Applications Welcome Test] Test2! b Ki hi
~EDApplcalons egun working on this
Beauest/Renew an dareement
Subil o Phwtosanian épplcation document.
Subrmit Anrusl Assessment Welcome to PISCES! ACTV  (Active) Inspector has seen
Lab - . g - . H
E:em - (Plant Inspection Services & Certification Electronic System) this document and begun
E— working on it.

To use this page you should be an approved employee of a company registered with WSDA’s PISCES system. Please select the action you would
Document Seach like to complete from the choices provided on the menu. Need more information? COM P (Com pIEted) Inspector has
Fhioserier Search completed all work related
Siecd Potato Seaich Submitted Licenses/Applications: p
Reports Compliance Agreement - Pre-print ion Certificate - Dot #:PIC-81 Status PEND to this document.
isw/Dowrlozd Feports CNLD  (Cancelled) This document
Administration h b ” d b th
5 n g If you need help, please click on the Contact Us link on the top of the page. as been cancelle V e
ange Passwor

Business Information lnSPECtor'

*Note — after a document has been submitted it can only be edited by an inspector or the Olympia Head Office. Feel free to
contact either your inspector or the office if you need something on your application changed.
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Menu Items

Applications/Agreements

On the left-hand menu, under ‘Applications/Agreements’, you will see a list of different options available to you.

Each of the links will take you to a group of different forms. Feel free to click on each of the forms to take a look
at them. This menu will stay on your screen at all times so if you click on the wrong one you can always just click

on a different menu option. If you are unsure which form you need you can either contact your local inspector
or our head office in Olympia for assistance.

A0LWa.00Y ome Information a0 Contact Ls

Privacy Notice Log OF

Applications/A, i
pplications/Agreements Home

Apply for Plart Certiication Program

Aol [or Services For instructions on using this system please see our FAGL

Christmas Tree Grower's License

Lsb Applications [Welcome Test] Test2!

Bequest/Renew an Aareement

Welcome to PISCES!

Lab - . -pr - .
= (Plant Inspection Services & Cerlification Electronic System)
Clizrt Samples
Search
P mESesT: To use this page you should be an approved employee of a company registered with WSDA's PISCES system. Please select the action you would

like to complete from the choices provided on the menu. Need more information?
Phytosanitary Search

Sieed Potata Seaich Submitted Licenses/Applications:
Repoits C i ment - Pre-print | ion Cettificate - Doc #:PIC-81 Status:PEND

Yigw/Drownload Reports
Administrati

ministration If you need help, please click on the Contact Us link on the top of the page.
Chanae Password

Business Information

Lab/Client Samples

This screen is used for quickly navigating to any samples you’ve had sent to either of our labs for Sudden Oak
Death, Plant Disease Assay Requests or Nematode Testing Requests.

Enter a date range that you would like to search by and then click the Filter Results button. Any samples
submitted in that date range will be listed in one of the two tables below.

Click on the document number to view a PDF of the sample submission form.

agr.wa.gov Heome Information FAQ Contact Us Privacy Naotice
Home > Client Samples
Date Collected: 4/30/2013 to 5/7/2013 Filter Results

Sudden Oak Death

1
Plant Disease Assay and Nematode Testing Requests
AGR 3218 PD-739 |05102.|’2013 ACTV |
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Searches

This section of the menu screen will allow you to perform search functions to find different documents

associated with your account.

Document Search:

This screen will allow you to find all of the documents associated with your account. Just choose

the application type or the specific document number you are looking for, enter a date range
(required), and if you want to narrow the search results by status that option is available as well.
Click Search and VOILA!

aqrwagoy

Applications/Agreements
&pply for Plart Cestitication Program
Apply for Services

Christmas Tree Grower's License
Lab Applications

Request/Renew an Agreement
Submit 3 Phutosanitan Application
Submit Annual Assessment

Lab

Client & amples

earch

Document Search

Bhwtosaritary Search
Seed Potato Search
Reports

Administration

Change Password
Business Information

Home Information Ea Cortact Us

Home > Document Search

For instructions on using this system please see our FAL

Application: —AIl-

Document Humber.
Lot Number:

Status: Al h

to 6/13/2015

Date Range (Document Date): 5/13/2015

[ Dowrload |

Privacy Motice Log OKF

In the Search Results screen you should see a list of documents that fit your search criteria. You

can also see some information about the document as well, such as: the assigned inspector, the
current status, and the date it was last modified (Input Date). By clicking on the Doc # you will
be able to view a PDF of the document. By clicking on the Download button you will be given the

same information in an excel format. There are a couple random documents that can be edited

by the customer after it’s been submitted. Those documents will have an Edit button available

to you so that you can make any necessary changes. Clicking this button will take you back to

the original screen that was used to submit the form to begin with.

A7 Wa.004

Applications/Agreements
Apply for Plant Certification Pragram
Apply for Services

Christmas Tree Grower's Licerse
Lab Applications

Bequest/Fenevw an Agreement
Submit 5 Phytosanitary Application
Submit Annual Assessment

Lab

Clignt Samples

Search

FIC-E1

Document Search
Phytnzaritary Search
Seed Potato Search
Repoits
Yiew/Download Reports
Administration
Channe Password
Blusiness Information

BGS-282

EFIR-1701

T
]
El
@

Infarmation Ean

Contact Us

Privacy Motice

Home > Document Search > Document Search Results

For instructions on using this system please see our FALL

test CA-BGS
test AGR E411
test CAPIC

Tobin Gilbert |05/13/2015 |SBMT
KayDakley |11/14/2014 CNLD

Lara Massey |05/13/2015 |SBMT

Log Off

Files

MarineHillsGC
pemmit 5-23-
15.pdf

5/13/2015
2.01:47 P

111472014
4:41:26 PM

5/1372015
1211:52PM

Total 3
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Phytosanitary Search:

You can use this screen to find copies of the completed Phytosanitary certificates that were
issued to you through PISCES. Any phytos issued through the USDA system, PCIT, or any other
way will not be found in PISCES. To look at the phyto application itself you must use Document

Search screen.

Applications/Agreements P e e T
Appl for Plant Certification Program
Apply for Services

Chiistmas Tree Grower's License
Lab Applications

Request/Rensw an Agreement
Submit 5 Phitosanitan Application
Subrmit Annual Assessment

Lab

For instructions on using this system please see our FAD.
Template: —All- ¥
Phytosanitary Type: —seleci-
Phytosanitary Document Humber:

Clignt 5 amples Status: 41— -
Search

Fhylosanita 5 saich Date Range [Document Date): 5/13/2015

£E ETE

Reports Download
Vigw/Download Reports

Administration

Change Password

Business Information

dto 513/2015

Seed Potato Search

If you are a participant in the Certified Seed Potato Program you should find this search screen
very handy. By choosing the growing year and the status on this screen you will be given a PDF

report of all the seed potato applications you’ve submitted for that year and the basic
information relating to them, such as: Field Name, Lot #, Variety, Acreage, etc.

Applicotions Soieetenls Home > Seed Potato Search
Apply for Plant Certification Program
Apply for Services

Chiistmas Tree Grower's License

For instructions on using thiz system please see our FAD.

Lsb Applic.ations Year:
Request/Renew an Adreement —Select ¥
Submit & Phytosanitany Application

Status=:

Submit Anhual Assessment Submitte

Lab
Client Samples Download
Search

Docurment Search

Phytozapita Search
Seed Potato Search

Wiews/Download Reports
Administration
Change Password
Business Infarmation
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Reports

Use the Reports menu item to view any reports that are available to your business. Click on the report
you’d like to run, select the criteria you would like to report on and then click the View/Download
button. We are always open to creating new reports that would be of use to you so please feel free to

send us suggestions.

Applications/Agreements

Apply for Plant Certification

Program For instructions on using this system please see our FAQ.
Christmas Tree Grower's License

Other (General Reports
Request/Renew an Agreement

N Certificate of Compliance - Certified Seed Potatoes
SubmitalBhyiasanita Certified Grapevine Registration

Home > Reports

Application Certified Seed Potato Complete Field Inspection Results
Submit Annual Assessment Certified Seed Potato Final Field Inspection

Lab

Glient Samples

Search

Document Search

Phytosanitary Search
See h
Reports

View/Download Reports

Administration

Change Password
Business Information

Administration

Change Password

Applications/Agreements Change Password
Apply for Plant Certification Program
Apply for Services

Christmas Tree Grower's License
Lsb Applications Client #
Fequest/Renew an Agreement
Subrmit & Phytosanitary Application
Submit Annual Assessment

Instiuctions for this section would be here with inks to the related Information page

User ID*
Lab
Clignt & amples
Search 0Old Password=
Document Search
Phytosanitary Search
Seed Potato Search
Reports New Password™
P “Must contain at least one letter and one number with & maximum length of

Wiew/Download Reports 12 characters

Confirm Password”

Change Password

Forgat Password?
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Business Information

If you wish to change any information on your business profile (ie: mailing address, type of

business, or authorized users) just navigate to this screen and click the Update PISCES Access

Account & Billing Terms button. Any authorized user can make changes to the account. You will

be taken through the same process as when you first set up your account. You will be asked to

agree to the terms of using PISCES and then will be able to edit the current information on your

profile. This time you will not have to wait to be approved by headquarters before using the

system again.

Applications/Agreements

Apply for Plant Certification
Program

Christmas Tree Grower's License
Other

Request/Renew an Agreement
Submit a Phytosanitary
Application

Submit Annual Assessment

Lab

Client Samples

Search

Document Search

Phytosanitary Search

Seed Potato Search

Reports

View/Download Reports
Administration

Business Information

‘,:

Home >View Business Information
For instructions on using this system please see our FAQ.

Business Name:
Test Business

Status:
Active

Client Number
2328

UBI Number

Type of Business

Email:

PISCES Expiration Date:
12/31/2015

Person Authorized to receive and accept notices of all kinds:

First Name:
Test

Last Name:
User

Additional Person(s) authorized to apply for applications on behalf of the business

First Name:

Last Name:

Phone Number:
253-123-4567

Comments:

State: Zip Code:
te 03504
Fax Number:

State: Zip Code:
te 03504

{_Updaie FISCES Access Actount & Biling Terms. | | view History || cancel |

If you have more questions about how to use PISCES, please call
the WSDA Plant Services Program at (360) 902-1922, and we
will be more than happy to help you.
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